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Clerk-Typist, 08=4 _ Vacant
External Research Branch
Reports Division (D/R), O/RR

As Clerk-Typist, External "Ré‘aﬁéi%h' Branch, D/R, msintains the External
Ressarch files and must be uble to familiarize herself thorcughly with
fisus wedioranda, letters of transmittal,

Bxternal Research activities. A
and correspondence for the sigxu’tu're of the AD/RR and the Chief, D/R.

wast be familiar with O/RR staff procedures and able to follew accepted
forms of correspondence With&ut d%rec’sion’.

Must be familier with th bagic elements of research, imeluding 1ibrary
ax#i‘: reference work. Prepares ‘rauﬂne reports from rough notes and drafts,
including such items as distridution of documents, status of research, and
transeript of conversations, interviews, and conferences.

Requires in typing not orfly facility and speed buf also & hizh degree
of ageuracy and neatness and clearmess of copy in order to conserve time
and materials, maintain an ininterrupted flow of work under pressure, and
insure the mechanical correctness of the final copy. »

Types rough drafts onto steneils and ditto sheets when necaessary with
s minimom of direction. Runs the ditto machine as required.

Requires initiative, versatility, and a good mowledge of office and
filing procedures, Must be able to adapt herself readily to increasing
responsibilities, '
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